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Vacancy Form

	DATE
	4th March 2010


	POSITION TITLE
	Administrative Assistant – 8 Month Contract 


	LOCATION
	Thorntons Recycling Head Office, Henry Road, Parkwest Business Park, Dublin 12



	SALARY
	Negotiable 


	POSITION DESCRIPTION
	Administrative function for different departments within the company
Creating reports including - Weighbridge Reconciliation, daily and monthly tonnage reports, drivers reports etc,

Create and modify reports using Microsoft Excel - i.e. sorting, filtering data 
Customer and Internal Queries – Reports including customer recycling certificates, etc.
General administration


	NUMBER OF YEARS PREFERRED EXPERIENCE
	2 years experience in an administrative or accounts function using Microsoft Excel.


	SKILLS REQUIRED
	Proficient in Microsoft Excel
Meeting targets and deadlines including month end reporting.
Accounts experience would be an advantage.

Training will be provided on internal recording system 
Experience of working within a recycling/waste company would be an advantage.


	Contact 
	Post or E-mail CV to mercedes@thorntons-recycling.ie or 
HR@thorntons-recycling.ie



